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COVNAVCRUI TCOM | NSTRUCTI ON 5160. 1

From Commander, Navy Recruiting Command

Subj: ESTABLI SHVENT/ DI SESTABLI SHVENT OF OFFI CER (NORS) AND
ENLI STED RECRUI TI NG STATI ONS (NRS) AND ZONE SUPERVI SOR
OFFI CES (Z/ SUP)

Ref : (a) DOD Directive 5160. 58
(b) COVWNAVCRUI TCOM NST 1133.6
(c) COWNAVCRUI TCOM NST 5400. 1
(d) COVWNAVCRUI TCOM NST 5400. 2

Encl: (1) Facility Manning Pl an
(2) NRS Manning Plan Process
(3) Establishnent of New Oficer Recruiting Station
(4) Establishnent of New Recruiting Station
(5) Establishnent of New Zone Supervisor Ofice
(6) Station C osure Process

1. Purpose. To provide guidance for establishnment and
di sestabl i shnent of recruiting facilities.

2. Discussion. Navy recruiting facilities are established and
mai nt ai ned based on Billets Authorized (BA). M ninum occupancy
for new stations will be three years. Authorized billets for a
Navy Recruiting District (NRD) are determ ned by the NRD share
of recruiters based on the total nunber recruiters for
COWNAVCRUI TCOM on the DD Form 804, M litary Personnel
Procurenent Resources Report.

3. Definitions. The following terns are used in this
i nstruction:

a. Facility Plan Process. Spreadsheet prepared and
distributed to Regions and NRDs by the Denography Division (N52)
of all recruiting stations in Recruiting Facilities Manning
I nformati on System (RFM'S). It includes the manning allocation
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and new manni ng requested as well as comrents based on NRD BA
changes. A sanple Facility Manning Plan is provided in
encl osure (1).

b. Wndows Version of Standardi zed Territory Eval uati on and
Anal ysis Marketing (WNSTEAM. Navy's primary tool for making
deci si ons on personnel placenent and setting goals at the NRD
zone and station |evels.

c. Recruiter Assignnent Factor (RAF). The nunber of
recruiters a station may support based on nmarket analysis from
W NSTEAM

d. Billets Authorized (BA). The nunber of recruiters
Congressionally supported at COVMNAVCRU TCOM based on the DD Form
804.

e. DoD Recruiting Facilities Program (RFP). Annual program
that specifies the recruiting facility actions necessary to
acquire and naintain the mni mum nunber of facilities at the
| onest cost adequate to support the recruiting mssions of the
MIlitary Services.

f. Recruiting Facilities M ntenance Program ( RFMVP).
Annual programthat allocates funds for maintenance actions such
as rel ocations, expansions, new offices and upgrades in Navy
recruiting facilities.

g. Recruiting Facilities Managenent | nfornmation System
(REM'S) .  Managenent information system used to support
cost -effective planning, programm ng, budgeting, and
program budget execution of the DoD Recruiting Facilities
Program

h. Delineated Area. Zip codes that include denographics
within a station’s recruiting boundaries that provide optinum
| ocations for the sol e purpose of nmaking goal.

i. LiveLink. An electronic repository of data. LiveLink
consi sts of users and groups, including the NRD Logistics Supply
Oficer (LSO, to collaborate on projects by utilizing shared
information related to Lease or Facility Data and Pl anned
Acti ons.

j. Navy Recruiting Station (NRS). Navy recruiting
facilities that are normally in operation five or nore days a
week for production recruiters.
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k. Navy Oficer Recruiting Stations (NORS). Navy
recruiting facilities that are normally in operation five or
nore days a week for production recruiters whose sole mssionis
to recruit individuals for Oficer Prograns.

| . Zone Supervisor Ofices (Z/ Sup). Infrastructure to
supervise NRS's within a recruiting boundary and to provide
training for the Recruiters in Charge (R nC).

4. Responsibilities

a. Ofice of the Assistant Secretary of Defense (OASD)
Facilities Mai ntenance Program (FMP) has cogni zance over the
recruiting facilities programas directed by reference (a).
OASD FMWP shal | :

(1) Serve as Chairman of the Joint Recruiting Facilities
Committee (JRFC).

(2) Provide annual RFMP programfunding limt to HQ
COVNAVCRUI TCOM

(3) Maintain final approval authority over requests to
establish new offices, relocate and/or expand facilities based
on authorized billets identified on the DD Form 804.

b. Joint Recruiting Facilities Commttee (JRFC). The JRFC
is conprised of a voting nmenber of each Headquarters Recruiting
Command. The committee is responsible for establishing joint
policies governing the nanagenment of recruiting facilities.

c. Staff Gvil Engineer (SCE). The SCE, Human Resource and
Logi stics Departnent (N42) has the overall responsibility for
the Navy’'s Recruiting Facilities Program The SCE shall:

(1) Serve as voting nmenber of the JRFC
(2) Oversee program nmanagenent.

d. Recruiting Facilities Program (RFP) Program Manager.
The RFP Program Manager shall:

(1) Provide guidance for and supervision over the
devel opnment of the Navy RFP. Evaluate and nonitor Navy' s RFMP
programlimt to ensure optimumuse of funding.
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(2) Monitor U S. Arny Corps of Engi neers (USACE)
District performance in achieving program execution and program
obj ecti ves.

(3) Function as Headquarters point of contact for
tracki ng fundi ng and execution of the RFMP. Maintain an
efficient, effective RFP that provides a high | evel of m ssion
support and custoner satisfaction.

(4) Serve as acting voting nmenber of the JRFC in the
absence of the SCE.

e. N52 shal l :

(1) Provide guidance for and supervision over the
devel opnent of the W NSTEAM pr ogram

(2) Monitor NRD performance in achi eving accurate market
information to establish RAF.

(3) Provide guidance for the Facility Manning Pl an
(enclosure (1)).

(4) Provide guidance for and supervision over the
devel opment of the OPO marketing program

(5) Provide tinely approval or disapproval of new office
actions and station closure actions based on nmarket assessnent.

f. NRD Facility Manager shall:

(1) Manage an effective and efficient RFP program at the
NRD | evel that provides high |evel of custonmer satisfaction.

(2) Serve as the facilities point of contact for al
stations, the COWAVCRU TCOM RFP Manager and USACE Real ty
Speci al i st.

(3) Coordinate all requests for new offices with the NRD
CO, XO OPO, EPO and/or CR for NRD approval.

g. US. Arny Corps of Engineers (USACE). The U S. Arny
Corps of Engineers is the executive agent for the RFP. USACE
Districts are responsi ble for executing all aspects of the
program

5. Procedures and Processes
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a. NRS Manning Plan Process (enclosure (2)). The Station
Manni ng Pl an Process acconplishes two main functions:

(1) Identifies requirenents for new stations,
rel ocations, reductions, expansions and cl osures based on narket
anal ysi s.

(2) Serves as the basis for alignnent of manni ng and
square footage for COWNAVCRU TCOM recruiting stations.

Facility Manni ng Pl an

4 Step 1: NRD submits Facility Manning Plan to Plans
Anal ysis and Research Departrment (N5). A facility manning plan
w Il be requested by COVWNAVCRU TCOM (N5) when

. The total nunber of authorized billets for recruiters
change.

. COWNAVCRUI TCOM real i gns existing authorized billets
anong NRDs.

. NRD real | ocat es NRS manni ng.

NRD wi Il utilize the WNSTEAM programto generate station RAF
based on narket data as outlined in reference (b).

4 Step 22 N52 reviews facility manning plan and anal yzes
each subm ssion to ensure:

) The total nunber of recruiters assigned (R nC and
bel ow) does not exceed the nunber of authorized billets at each
NRD.

. Stations are manned between two and six recruiters
including the RRnC. Stations that are manned with | ess than two
and greater than six recruiters will require an exception to
policy waiver and will be evaluated on a case-by-case basis.

All RnCs will be considered when evaluating the size of the
mar ket (RAF) and the nunber of personnel that should be assigned
to a recruiting area. N52 formulates plan for approval by
Executive Staff (00) and will provide N2 with the approved

pl an.

) Space is available for Z/ Sups, Oficer Recruiters,
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Enlisted Recruiters and RinCs, District Trainers or any other
recruiting personnel in Navy Recruiting facilities.

4 Step 3. M2 validates manning plan against the RFM S.

N42 enters manning changes into RFM S and identifies potenti al
square footage discrepancies to NRDs.

4 Step 41 NRD reviews discrepancies and deternines if
remedi al actions need to be programred through the RFP.

b. RFP Process (enclosures (3), (4) and (6). The RFP
process acconplishes three main functions:

(1) Maintaining quality stations that pronote a
pr of essi onal i mage.

(2) Locating and leasing suitable facilities in areas
that maxim ze the ability to make goal .

(3) Establishing new offices necessary for optinmm
per f or mance.

RFP Process

€ Step 1: NRD Facility Manager coordinates requests for new
stations. Between Decenber-January the RFMP will be entered in
RFM'S by the NRDs. The NRD facility manager wi |l coordinate
requests for new stations through the CO XO OPO EPO and/ or
CR.  Actions are entered into RFM S for execution in the next
fiscal year.

€ Step 2: NRD deternines the new station(s) authorized

manni ng for officer NORS (enclosure (3)) and enlisted NRS
(enclosure (4)) and identifies those stations that will be
i npacted by reduced or increased nmanni ng.

4 Step 3: The NRD determnes requirenments for NORS:
. O ficer Recruiters can only be assigned to offices
t hat have an established Unit Identification Code (U C), per
reference (c). (See enclosure (3)).

. Enlisted Oficer Recruiters nmay be assigned to NORS at
the discretion of the NRD CO

. NRDs conduct O ficer nmarket anal ysis.
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. N5 will provide appropriate nmarket data analysis to
assist NRD to determ ne an appropriate Zip Code for the new NORS
and appropriate manning. (NORS may be established where high
concentrations of college students cluster in zip codes away
fromthe NRD.)

4 Step 4. NRD prepares justification packages which includes
action summary sheet, delineated area, justification narrative
and WNSTEAM Di strict Summary Report analysis. The NRD facility
manager w || upload packages into LiveLink for review by N42 and
N52.

4 Step 5. N42 reviews new station requirenents to ensure
conpliance with the foll ow ng policies:

) Col | ocati on — COVNAVCRUI TCOM pronotes col | ocati on of
all production recruiting offices to the maxi mum extent possible
where econonical ly feasible.

) M ni mum Ti me for Occupancy — M ni mum occupancy for new
stations will be three years.
) Manni ng — Aut hori zed manni ng al |l owance will be

mai ntai ned at the approved |level for mninmmof three years.

Nd2 will then consolidate all new office requests and prepare a
routi ng paper for COVNAVCRU TCOM concurrence.

. In cases of reduced COWNAVCRU TCOM BA, an exception to
m ni mum occupancy may be requested via N5 (See Disestablishnment
of Recruiting Station Process, enclosure (6)).

€ Step 6: Operations Departnent (N3) reviews new station
requirenments to provide coment as desired.

€ Step 7: N5 reviews consolidated new station packages and
t he operational inpact of a new office on existing stations.

. N5 will review and anal yze each new station request.
Anal ysis factors that nmay inpact station assignnent include:
Navy market shares, propensity for other mlitary services,
penetration of mnority markets and conparison of Upper Mental
G oup (UMG — AFQT categories I, Il & I1I1A).

) N5 will analyze a NORS | ocation using analysis factors
that may i npact station assignnent.



COWNAVCRUI TCOM NST 5160. 1
30 APR 02

Stati on Approval / D sapproval

NS will provide a decision for each new station to N423 to enter
into RFMS. NRDs will be notified of the decision by N42.

c. Establishment of New Zone Supervisor Ofice (enclosure
(5)). The process to establish a new Z/ Sup office occurs when a
requirenent for a new Z/ Sup office is identified for managenent
and training. The NRD will forward a request and justification
t hrough the Region CO to COVWNAVCRU TCOM for approval

New Z/ Sup Process

4 Step 1: NRD identifies a requirement for a new Z/ Sup
of fice. Packages shall include:

) STEAM di strict summary inclusive of the new zone.

. The Z/ Sup O fice shall be located in the NRS as cl ose
to the center of the zone as possible.

. Once the Z/ Sup office is established, it nust remain
in place for three years or until the | ease expires.

4 Step 2: The Region Conmander will review each request
(reference (d)) and forward his or her recommendati on to N42.

4 Step 3: MN42 will review existing stations within the

Z/ Sup’ s boundaries to determ ne whet her adequate excess space is
avail able to collocate the Z/Sup within the NRS. N42 wl|
forward a reconmendation to N3.

4 Step 4: N3 will review recomendations and provide
conmments as desired.

4 Step 5: N52 will review recomendations and provide
approval or disapproval of new Z/ Sup offi ce.

d. D sestablishment of Recruiting Station Process
(enclosure (6)). Disestablishnment or closure of a recruiting
station is a result of either a change in production recruiter
BA, or a change in territory or narket.
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D sestabli shnent or d osure

4 Step 1: NRD W Il provide N2 with a witten request to
close a station. Justification to close will identify those
stations gaining both the territory and the manni ng.

€ Step 2: MN42 reviews the closure request, determ ning
whet her closure is contractually feasible and conplies with
m ni mum occupancy policy of three years. MN42 will prepare a
recomendation to N52 for decision.

4 Step 3: N52 anal yzes the request and prepares a deci sion.
N52 wi Il analyze the inpact of station closure based on market
data. N52 will determ ne whether station closure will adversely
i npact station two-six recruiter policies at gaining |ocations.
N52 will provide decision to N423 to enter into RFMS. N42 wi ||
notify the NRD of the deci sion.

4 Step 4: MN42 will enter all approved closure requests into
RFM S and will contact the servicing USACE District for action.

4 Step 5. NRD coordinates closure with USACE. NRD wil |
provi de the servicing USACE District with the antici pated nove
out date. NRD LSO w Il coordinate the renoval of al
furnishings and is responsi ble for ensuring all comrunications
have been turned off.

4 Step 6. USACE District executes closure action. The
servicing USACE District will provide Lessor with a witten
notification to termnate the | ease agreenent. USACE District
Wl be responsible for the termnation of all support contracts
to include utilities and janitorial services.

/sl
W S SLOCUM
Deputy

Di stribution:

COVNAVCRUI TCOM Li st

List IE Navy Recruiting Orientation unit (NORU)
List 11A Region Conmanders

List 111 A Navy Recruiting Districts (NRD)

CNRC (N1, N3)
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MRD views
WINSTEAM
summary report
to determine
RAF

NRD decides to open
new office or request
exception to policy
waiver

YES

NO

N52 formulates
official plan for | 4
CNRC "chop”

IPlan returned
disapproved to N52

N42 adjusts
manning in
RFMIS

l

NRD requests
new office
actions
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Establishment of New Officer Recruiting Station

Dec-Jan Facility Mgr Action entered NRD Analyses OPO Market
coordinates new ofc » |into RFMIS and Determines authorized manning /
req wiNRD CO, approved by — ™ |identifies NORS mannin g/ indentifies
X0,0PO.EPO.CR NRD Location by Zip Code
Officer may be
Assigned Will Officer or
enlisted recruiter be
Yes -
< uIC < Located in New
Office. A UIC must
be established
@uc
hJ
Prepares Enlisted Officer
justification Recruiter may be
package & |4 Assigned
uploads into
livelink

N42
deletes
aclion in

RFMIS

CNRC (N42)
reviews &
fwds 1o N52
for approval

CNRC
MN52
reviews

Disapproved

S —

4
MN423 makes
necessary
manning
adjustments &
approves
action in
RFMIS
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Establishment of New Recruiting Station

Dec-Jan Facility Mgr
coordinates new
office req wNRD
CO, X0, OPO, EPO,
CR |

:

Action entered into
RFMIS and
approved by NRD

Prepares
justification package
& uploads into
livelink

MN42
deletes
action in
RFMIS

———

Disapproved

CMRC
NS2
reviews

CMRC (MN42)
reviews &
fwds to N52
for approval

l

APPROVED

N423 makes
necessary
manning
adjusiments &
approves
action in

Enclosure ({4)
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Establishment of New Zone Supervisor Office

new Zone/Sup | 4
ofc to Region

Reginn Request
FEMISIS y returned to
request dtsappmwﬂ NRD - no
further action
reguired
approved
&
Request
forwarded to
CNRC for
review
Request
retumed to
rg:;?s disapproved Region - no
further action
request

approved

CNRC (N423)
enters new
office action into

RFMIS

Action entered
for execution by
USACE next
fiscal year

NO
axecution )
year
Servicin
g NO

USACE
District
Reviews

Action entered
into RFMIS in
current FY for
exacution as
add-on action

Enclosure

(3)



NRD requests
station closure
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Station Closure Process

l

CNRC N42
provides
request and
entries to N52
for review

CMRC N52
reviews
request

approved

disapproved NRD - no
B

CNRC N52
provides written
approval to
CNRC N42

l

CHNRC N423
enters proposed
closure into
RFMIS

Returned to

further action
required

No action
required
until
possible

Termination
possible?

l

USACE
proceeds with
termination
notice upon
receipt of move-
out date by
NRD

Enclosure
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